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MEMORANDUM FOR: Deputy Director for Intelligence
Deputy Director for Operations
Deputy Director for Science and Technology
Deputy to the DCI for National Intelligence
Officers
General Counsel
Inspector General
Legislative Counsel

SUBJECT : Restrictions on the Use of
"Administrative Leave"

1. Circumstances occasionally require that an employee
be removed from a duty status yet continue in a pay status
until sufficient information is available to make a judgment
on the disposition of his case. We have come to call these
procedures "administrative leave."

2. It is Agency policy to restrict the use of "administra-
tive leave" to the essential minimum. In order to implement
this policy, the following procedures are applicable:

a. Placing an employee in an "administrative
leave" status requires the prior approval of the
Director of Personnel.

b. In those cases in which the Director of
Personnel considers the contemplated use of
"administrative leave" to be excessive, he or
his designated representative will consult with
the Deputy Director or Office Head concerned as
to the possibility of detailing the employee to
other than his normal duties, or alternatively
to consider the use of Annual Leave, Leave
Without Pay, or Suspension as appropriate.

3. It is requested that if any key supervisor believes
that circumstances warrant the removal of an employee from
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duty status (but not pay status), he or his representative
be advised first to discuss the case with the Director of
Personnel, with a view to obtaining the necessary prior

approval.

" JOHN F. BLAKE
/Deputy Director

for

nagement and Services STATINTL

cc: Director of Personnel
Administrative Officer, 0/DCI

Approved For Release 2001/03/04 : CIA-RDP81B00701R000200320002-6



T

-

= *

Approve

ForsRulen ¢ 20079 )

AS1LF} 1

B

l

UNCLASSIFIED

\Y4

A

" Co

v

B2

00320002-6

OFFICIAL ROUTING SLIP

TO NAME AND ADDRESS DATE INITIALS

1 ) - /
Deputy Dlﬁr for :6(’%

\ Intelldgence o4

7E 44, Headquarters

3 | e
AC\W\fT’ 57

s \

5

6
ACTION DIRECT REPLY PREPARE REPLY
APPROVAL DISPATCH RECOMMENDATION
COMMENT FILE RETURN
CONCURRENCE INFORMATION SIGNATURE

Remarks:

T

o~

FOLD HERE TO RETURN TO SENDER

FROM: NAME, ADDRESS 4AND PHONE NO. DATE
Deputy Director for 16 AUG 1974
Management and Services
| UNCLASSIFIED [ | CONFIDENTIAL | SECRET
ious editi (40)
Folll_ub;lo. 237 Use previous editions

Approved For Release 2001/03/04 : CIA-RDP81B00701R000200320002-6



